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Introduction

1 
Background

This document has been prepared as part of the ETP Change Management Programme, and will be a key input to the training programme delivered within each country.

The ETP Change Management Programme addresses the following aspects of implementation:

· Employee Welfare

· Communications

· Training

· User Role Definitions

· Documentation

2 
Purpose

The purpose of this document is to describe all tasks relating to one user role which are needed to support an identified business and systems processing area. This document will serve as a learning aid during and after training. 

3 
Scope

This document concentrates on all tasks relating to a one user role within a business and systems processing area. Depending on the complexity of the user role (i.e. the number of business and system process areas the user role is involved in), it may be one of many guides. 

4 
Assumptions

This document assumes a basic understanding of ACES navigation, i.e. how to move through the system, acquired from Computer Based Training (CBT). It also assumes basic knowledge of the StorageTek’s business processes.

5 
Document Organization

This document begins with an overview of the User Role, which will provide the user with a synopsis of all tasks associated with the User Role within all business and system process areas.

This document is generally organised by tasks, some are manual and others are systems orientated. Systems tasks are tasks that must be carried out using the ACES system.

For clarification purposes, the text of this document has been categorised using the following icons:

i
This icon relates to information and any general knowledge needed to support the task. It may also mention alternative scenarios or exceptions and will give suggestions as to how these can be handled. Hints or tips will also be included here.





     This icon relates to computer related activity. The user must use the system at this point.



           This icon relates to non-computer related activity. The user must carry out non-system tasks at this point, e.g. email, telephone, meeting, paperwork.


All tasks are identified with a number. Many tasks will begin with a decision and the user will be guided to the appropriate task number according to their decision.

A flow-chart is also provided towards the back of the document which can be unfolded and use as a quick reference guide as the use is following the documentation. The task boxes within the flow diagram use the same numeric referencing.

6 Navigation paths

For each systems task, a navigation path will be shown to guide you to the screen in which you wish to work.  An example is shown below :

01. Open a Work Order (Sample)

Path 
D
Service Management

A
Service Order Management

A
Work Order Entry

  Work Order Entry 

Screen 1020 is displayed  (A picture of the screen would appear next, with any points of interested highlighted in bold type)

Once you have become more familiar with the system you will remember the path to get to that path be typing a forward slash (/) and typing the letters of the path you want.

7 Numbering conventions

If number of part characters is less than 10 then input missing characters as leading zeros


e.g. if 12345 then 0000012345

8 General information

In the old Legacy system parts would simply be transferred to an engineer.  In ACES each engineer (SDR) will have his own “Warehouse”.  In effect the SDR’s warehouse could be his car, it is not a physical building.

9 Job Description

User Role: 

This role conducts all logistics activities in the commissionaire.  

Activities:

· Relocates machines, at the same or different sites

Finally, a navigation card is available at the back of the document with can be used for referencing purposes for less familiar function key commands 

Process for Machine relocation

1.
On same (ACES) site

This is pretty much a standard planned job.

1.1
Receive request for relocate from customer

1.2
SDM quotes for the work

1.3
SDR does site survey

1.4
SDR Produces plan

In conjunction with Customer and possibly Logistics (if needs transportation or special equipment for the move).

1.5
SDR requisitions required parts from ESC on ACES

As for any standard scheduled job

1.6
SDR requests toolkit if required (outside of ACES)

1.7
SDR requests Logistics Support where required to move machines

1.8
Logistics Coordinator arranges support and raises Purchase Orders for third party suppliers (generally transport contractors, crane hire etc.)

These will be local Purchase Orders using whatever purchasing system the Commissionaire uses, they will have nothing to do with ACES.

1.9
SDR goes and does the work

1.10
SDR returns toolkit if issued

1.11
Logistics Coordinator arranges Site Clearance if required

1.12
SDR creates a Work Order on ACES

There will be one Work Order on ACES against the dummy serial number for the site (Non machine work) and not one WO per Serial Number. WO Type = Relocation. These aspects apart this is set up on ACES in the same way as any Scheduled Job

1.13
SDR closes the Work Order on ACES

Closes rather than completes the Work Order so that it will be flagged as potentially payable for the SDM’s attention.

1.14
SDR Updates ACES Equipment File

Update the Product Reference field on the Equipment File with the new device address if the customers device address has changed as a result of the move

1.15 SDM adjusts and completes the Work Order.

SDM adjusts the bill on the Work Order and completes the Work Order on ACES

As for standard Scheduled Jobs

1.16 Commissionaire Finance pays invoices.

Commissionaire Finance receives and pays third party invoices

1.17
Commissionaire Finance Produces an Invoice

Commissionaire Finance Produces an Invoice from the Work Order on ACES

Using standard ACES processes

1.18 Commissionaire Finance collect and post cash

Commisionaire Finance collects the cash and posts against the invoice on ACES

Using standard ACES processes

2.
Between different (ACES) sites

In addition ,will need to

2.1
Logistics Coordinator arranges for the supply of packaging if required

2.2
Contracts Administrator adjusts the Service Contracts

2.3
Contracts Administrator amends Warranty & Contract Quotations

2.4
 Contracts Administrator carries out Site to Site move on ACES

2.5 Contracts Administrator updates configuration data

Contracts Administrator checks and updates equipment configuration data

3.
Between different (ACES) sites across international boundaries

In addition 

3.1
Local Logistics Coordinator checks Intrastat Reporting requirements.

Presumably this is the customer’s responsibility.

3.2 Commissionaire Finance checks customer billing requirements

 Quick Guide 

Major Keys
Meaning

F1


[GO] (Process Screen)



F2


HELP system / Lookup



F2/F2


Insert menu bar on top of the screen



F3


Toggle insert mode (and overstrike)



F8


Clear field contents



F9


[END] Escape or Back



F11


Delete



F12


Remarks



Ctrl +X


Access a verb



Enter


Select from list



/


Jump to path (from a menu)



Tab


Next Field



Ctrl +U


Previous Field



Other Keys
Meaning

Ctrl +C


Restart ACES session.

1


Go back to main menu from any menu

Q


Quit Dispatch 1 from main menu

Page down


Next page

Page up


Previous page
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